CDSafetyNow

Handout

INCIDENT REPORTING

WHAT'S AT STAKE?

4

Is there a difference between the term “accident
and “incident” in the context of the workplace? The
term “accident” has been used often in the past
referring to an unplanned, unwanted event. Some
people suggest that “accident” was a random event
that could not have been prevented!!! But OSHA
suggest that nearly all worksite fatalities, injuries,
illness are preventable.

Therefore, the term “incident” is the appropriate
term when referring to these events.

WHAT’'S THE DANGER?

Incident reporting of all injuries including close calls
is critical to the integrity of the workplace. The
following points hi — lite inherent dangers for failure
to report.

e It is impossible to create improved
processes that protect workers if
management is not aware of what kinds of
problems are occurring in the workplace
that may cause injury or property damage.

e The workplace is even at greater risk for a
more serious incident to occur in the future
if @ minor incident or near miss is ignored
or not reported.

e Failure for incident reporting will negate a
process in which situations can be
corrected to prevent similar incidents from
occurring in the future.

e Without completed incident reports,
companies cannot protect themselves from
lawsuits.

e Employee participation in workplace safety
improvement strategies will not be
encouraged if incidents are not reported.

e A strong safety culture will not be fostered
if incident reporting is relegated to the
trash bin.

HOW TO PROTECT YOURSELF

It is clear that incident reporting is critical to a

successful workplace safety and health program.

INCIDENT REPORTING

e All incidents, near-misses and injuries should
be reported immediately. The employee
should not have to make a guess as to
whether “their issue or incident” is worthy of
an incident report. When in doubt, file an
incident report.
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INCIDENT REPORTING TRAINING

e All employees should be trained on the
incident reporting process for their company.
Ideally, this training is included as part of the
on-boarding process for every employee.
Another approach is to have the safety
manual, with incident reporting included, be
required reading for all employees the first
week on the job. Throughout the year, holding
periodic safety meetings on the hazard, near-
miss, and incident reporting processes is
essential.

INCIDENT REPORTING PROCESS

e Every company’s incident reporting process is
different. Some companies may require
employees to report directly to HR or their
immediate supervisor to file a report. Others
may have a very convenient online reporting
system that employees can access through
their company’s internet. Typically, and at
minimum, a company should provide a
standard incident report form that every
employee knows how to locate and any
employee can complete and submit.

PAST INCIDENT REPORTING

e There should never be any punitive damages
associated with any employee filing an
incident report. Following the company’s
incident reporting process, there should be an
interview with the employee to ensure all the
facts have been collected, the form is
complete, and the nature of the incident is
fully understood. The incident reporting
follow-up process should include an
investigation into the incident, medical care
provided to the employee (if needed),
corrective actions implemented immediately
and preventive actions implemented as
deemed necessary to prevent future incidents
of the same nature. Only then should the
incident report be closed and filed. All incident
reports should be saved in a secure location.

FINAL WORD

Incident reporting is critical to a successful
workplace safety and health program. Do your
employees know how and when to submit an
incident report?
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1. “Incidents” and “accidents” mean the WHAT WOULD YOU DO?
same.
It has been a long week and it is Friday with a long
o True weekend looming. You go into the breakroom to
o False retrieved some personal belongings. You lose your
footing as you step into some fluid. You are not
2. Itis not crucial to workplace safety to sure what was the substance that made you slip. It
not report a minor incident or near miss. is close to the 5 o'clock whistle. Do you report this
or go home?
o True What would you do?
o False

3. A company can track patterns, realize
trends and discover anomalies if all
incidents are documented and reported.

o True
o False

4. Strong, resilient safety culture is created
by habitual incident reporting.

o True
o False
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BEFORE THE TALK - TIPS

AFTER THE TALK- CHECKLIST

Before the Meeting Preparation Tips:
e Pass around the attendance sheets.

Be prepared to discuss:
e Safe work practices and policies passed
around pertaining to workplace incident

reporting industry — wide and at your
location.
e Proper reporting procedures relating to

incidents where injuries / fatalities / ilinesses,
property damage, near misses, hazards and
concerns have occurred at your location.

Other:

e Invite an employee to the meeting who
disclosed near miss / close call that later
saved serious injury to another employee due
to reporting the close call.

e Update the company’s safety manual to
ensure that incident reporting is prominently
featured.

e Bring copies of these and discuss them at
your safety meeting.

PROVIDED FOLLOW-UP TO WORKERS THAT DID

POORLY ON THE QUIZ
NAME:

DATE:

OBSERVED WORKERS
TASK(S):

DATE:

REFRESHER TRAINING
TOPIC(S):

DATE:

OTHER (DESCRIBE):
MEETING DATE:
LOCATION:

ANSWERS:

1. False
2. False

3. True
4. True
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INSTRUCTOR: DATE:

SAFETY TALK:
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